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The Attendance Certification Report is used to certify employee leave usage after the end of each pay 
period. It replaces Form 672.   
 
The Attendance Verification Report is used to reconcile time submitted on the Certification Report to 
balances on the Verification Report.   
  
Frequency:  Monthly (after the accrual process has run) 
 
Process-At-A-Glance: 
 
 

 
Certifying Attendance 

1) At the end of each pay period, the department timekeeper runs the process to print 
the Attendance Certification Report in CMS.* 

2) Timekeeper manually transfer the total usage (time taken) from employee’s 634 
forms and other attendance documentation to the printed Certification Report. 

3) The Certification Report is signed by the appropriate administrator. 
4) Timekeeper submits the signed Certification Report with accompanying 

documentation to Payroll Services by the 6th business day of the new pay period.* 
 
Verifying Attendance (After Monthly Accrual Process) 

5) After Payroll Services runs the monthly accrual process, the department 
timekeeper runs the process to print the Attendance Verification Report in CMS.* 

6) The Verification Report is used to reconcile time submitted on the Certification 
Report to time on Verification Report. 

 
*Please refer to the Attendance and Pay Schedule on the Attendance Processing webpage 
for due dates. 

 
 
 
 
Certifying Attendance 
 
 
Step 1: 
 
Navigate to the correct page: 
 
Menu > CSUF HR > LAPP > Attendance 
Certification Rpt 
 

 
Run and print the Attendance Certification Report in CMS. 
 
Refer to “Running the Attendance Certification Report” guide for 
instructions. 
 

 
Step 2: 
 
 

 
Transfer total usage from employees 634s to the Attendance 
Certification Report. 
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634 
 
 
 
 
Step 3: 
 
 
 
 

 
The Attendance Certification form must be signed by the person 
authorized to approve attendance.  This signature must be on file in 
Payroll Services.  Signatures are authorized from the Delegation of 
Authority forms. 

 
 
Step 4: 
 

 
Submit signed Certification Report with accompanying documentation to 
Payroll Services by the 6th business day of the new pay period.  Refer to 
Attendance and Pay Schedule on the Attendance Processing website for 
due dates. 
 
Keep copies for verifying attendance and for your records. 
 

 



How to Use the Attendance 
Certification and Verification 
Reports 8.9  

 

Business Process Guide
Desk Manual 

 

CSUF Date Last Revised: 3/23/2007 Page 3 of 3 
 

Verifying Attendance 
 
  

The Attendance Verification Report may be printed once Payroll has run 
the accrual process in CMS.  * The accrual process run date is the 
calendar date following Payroll cutoff.  This date will be published on the 
Attendance and Pay Schedule document located on the Attendance 
Processing website . 
 

 
Step 5: 
 
Navigate to the correct page: 
 
Menu > CSUF HR > LAPP > Attendance 
Verification Rpt 
 

 
Run and print Attendance Verification Report in CMS. 
 
Refer to “Running the Attendance Verification Report” guide for 
instructions. 
 

 
Attendance Verification Report 
 

 
 
 
Step 6:  
 

 
Reconcile time submitted on Certification Report to time reported on 
Verification Report. 
 
If there are discrepancies between your records and the report(s), 
contact your designated Payroll Technician. 
 

 
 


